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Timeline/Activities: Quick Reference

Timeline/Activities helps you document and track your outreach and monitoring. See below for a
broad explanation of when and how to use each type of item:

In Timeline/Activities, click +, then select...
¢ B save " Mark Complete @’ Save & Close () Refresh Phone Callo.o

Phone Call Related

... to document or schedule all attempted or
successful phone outreach.

B Subject

Zm ‘ :;MP v Must use “Type" & "Call Status' to provide details
© cos atacron v" Use "Owner" to assign
e " Daty Montoring v" Use “Due" to schedule in advance
* Answered v Follow local protocol on “Description,” and
e om0 @ s00AM ® document Q&I referrals per the job aid
Normal v" Must close when complete by clicking the check in
Cwner + 2 Mary Moran Mark Complete or Timeline/Activities (see footnote)
X IGNORE the “Made/Received"” toggle when closing
Quick Create: Task v Ta S k. .
Ouner * R Mary Moran ... to document or schedule all other monitoring
Subject * 9/23 Field Visi activities, such review of assessments or other
Descrptin Contact has not been responsive to necessary follow-up activities.
. 9/23/2020 V" Follow local protocol on “Subject” and
830 Am © “Description”
Regardn Cowboy Woody v" Use “Due" to schedule in advance
Duration 30 minutes v" Use "Owner" to assign
Priorty Normal v" Must close when complete by clicking the check in
Timeline/Activities (see footnote)
e Note...
Contact has chronic condition X resulting in ABC and requiring XYZ extra
weoerd ... to record reference information, such as
resource needs or chronic conditions.
v" Record reference information only
TR . . o = X Do NOT use to record tasks or phone calls
i

Always remember to close out your completed phone calls and tasks by hovering over
the item, clicking the checkmark, and selecting the appropriate “State” option ONLY.


https://epi.dph.ncdhhs.gov/cd/lhds/manuals/cd/coronavirus/Documenting%20a%20Referral%20Job%20Aid.pdf?ver=1.0

